North Carolina Immunization Registry (NCIR): Quick Reference Guide for Pharmacists

Logging In

To log in, you must have created a NCID account and been

added as a user by your NCIR Administrator (see the pharmacy

section of the Immunization Branch’s website for more infor-
mation: http://www.immunize.nc.gov/providers/NCIR.htm)

To access the NCIR, visit: https://ncir.dhhs.state.nc.us

Do not share usernames and passwords.

You will be directed to change passwords every 90 days.
Please log in monthly in order to keep your account active.

* & o o

Timing Out

+ The system is set to time out after one hour of inactivity.
To log back in, you may need to close and re-open your
browser.

Forgotten Usemames/Passwords

+ Ifyou forget your username or password, use the Forgot
your User ID or Forgot your Password links on the login
screen.

+ To have a forgotten username emailed, you must provide
your user type (“Business User”).

+ For a forgotten password, or after two failed attempts to
login, you are directed to answer three of your five chal-
lenge questions and create a new password.

+  Your account will lock after three failed attempts to login.

Locked/Inactivated Accounts
+ Ifyou lock yourself out and you know your password, you
may either:

= Wait one hour and try again.

— Contact the ITS Service Desk at 1-800-722-3946 to have
your account unlocked immediately.

+ Ifyou no longer know your password and challenge ques-
tion answers, or you have not logged into the NCIR for 90
days or more, your account will become inactive and the
ITS Service Desk cannot recover it. You must register for
a new NCID account and username. (Be sure to register
as a “Business User” using your business address.) Your
NCIR Administrator must deactivate the old username and
add the new one.

To access the NCIR, visit
https://ncir.dhhs.state.nc.us
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Home Page

¢ On the home page, check for posted announcements and
release notes (NCIR version updates).

+ Avyellow “NEW” symbol indicates that a post is unread.

¢ The home page contains links to information and re-
sources, including VIS (Vaccine Information Statements)
and VAERS (Vaccine Adverse Events Reporting System).

Important
Announcements

help desk

+ Help desk: NCIR Help Desk phone and email address.

¢ Light bulb button: This opens an online help module that
applies to whichever page you are viewing. It can be ac-
cessed from any screen in the NCIR.

Blue Menu Panel on Left Side of Screen

¢  System User Manual: The user
manual provides in-depth infor-
mation/instructions. (Note: Not
all sections of the User Manual
apply to pharmacy users.)

¢ Manage Client: Use this option

to search for a client.

Manage Users: Only Pharmacy

Administrators have this option.

It is for activating/inactivating

users and switching user roles.

¢ Switch Org & Role: Only users who work in multiple stores
have this option. Click to switch to another store that you
are active in.

General

system user manual
Clients

manage client
Immunizations

manage immunizations
Maintenance

manage Users ¢
Organizations

switch org & role

Searching for Clients

Many clients are already in the NCIR! Please be sure to ex-
haust all search options before adding a new client.

Search for the client.

1. Click Manage Client.

2. When the “Client Search Criteria” box opens, enter the
client's Last Name, First Name, and Birth Date.

3. Click the Find button.

Client Search Criteria

Search by Client Find

*LastName Test Gender M F Unknown

* FirstName |Client Wather's Maiden Last

* Birth Date | 01/01/1893 E Mother's First Name
Search by Chart Number

* Chart

Number

Search by Mother's Maiden Name

* Mother's Maiden Last * Client's Birth Date E

* WMother's First Name

View search results to find the client.

There are three types of search results.

Exact Match

+ Iffound, the client record opens automatically. Verify that
this is the correct client.

Possible Matches

+ If one or more possible clients are found, they are listed in
a “Possible Matches” table below the search box (example

in brackets below).
—Search by Client
*Last Hame cender O OF O Unknown
* First Name Mother's Maiden Last ||

*Birth Date [01/0171933 B wotversFrstiame | |

—Search by Chart Number ‘

oy
Mutnber
- Search by Mother's Maiden Hame
*Wotherstmdenlast | | tCientsBitnDate |  |[F
Mothers Firstiame ||

NOTE: Fieids marked with an asteris|

squired.
Mother's
[ I S T o
IEST CLIENT 01/012013 PHARMACY U
TEST CLIENT 01011 980 u

i ave requir
Possible Matches: 3
Raleigh

EST CLIENT o101 A E890 F l

= Note: If you locate a duplicate client record, contact the
NCIR Help Desk at NCIRHelp@dhhs.nc.gov. Please note
the NCIR Client ID number for both client records and, if
possible, which record to keep and which one to delete.
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+ Ifany of the possible matches are particularly close, a
“Client Match Detected” message is also displayed.

- san i s

Client Match Detected

Based on the information you enterad, your client is likely already in NCIR and is one of the clients listed below

Please reviews the demographic information for each of these clients and if none of them appears to be your client, you
may then click the Create New Client button.

Please keep in mind that if you choose to ignore a client match and create a new record, that client will
have two records in NCIR, neither of which will be complete and accurate!

Create New Client

Possible Matches: 1 :

- Mother's . :
I e ) o s
JEST :

CLEENT 0140111890 F MILWAUKEE

Client Records

Client records have three main parts:

1. Edit Client screen: For viewing, entering, and editing the
client’s personal/demographic information.

:2.  History/Recommend screen: For viewing the client's
immunization information and determining which doses are

needed. Through this screen vaccines are entered/edited.

:3.  Reports screen: For printing official client immunization

+  Carefully review each possible match.

+ When you find the client, click on the blue Last Name hy-
perlink to open the client record.

No Match

¢ If your search found no clients, or if none of the possible
matches are your client, review your search criteria for
accuracy.

= Tip: For clients with a hyphenated or two part last name
(e.g. Johnson-Smith), try searching for one part of the
name (e.g. Smith).

= Tip: Consider whether the client could have a record under
a different (or misspelled) first or last name.

If notin NCIR, add the client

1. Click the Add This Client button at the top right
(underneath the Find button).

= Note: If your search generated a “Client Match Detected”
message, click the Create New Client button instead.

2. The information that you entered on the search screen
(First Name, Last Name, and Birth Date) is retained.
Please enter all additional Personal and Responsible Per-
son information and any Client Comments (see the follow-
ing ‘Edit Client Screen’ section for details).

= Note: If a patient already exists in the NCIR with exact or
similar information to the patient that you are creating, you
may see the screen shown below. If you are sure this is
not the same client, click the Create New Client button.

Client Match Detected

Based on the information you entered, your chert [s ikely aiready in NCIR and is one of the clients listed below.

Fiease review the demographic information for esch of these clerts and If none of them sppears o be your client, you may
then ciick the Create llew Client button

Please keep in mind that if you choose to ignore a client match and create a new record, that client will have
two records in HCIR, neither of which will be complete and accurate!

Creste New Client :

Potential Hew Client

Mother's

Maiden Last :

heon caroline 0372412000 u H

Possible Client Matches:1

Mother's

HELTON CAROLINE 0312472005 u smithfield
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records.

Viewing the Edit Client Screen

+ The Edit Client screen opens after you click Manage Client

and find and open the client record.
¢ Update any information that has changed and enter any
that is missing. Click Save after any edits.

Personal Information - Client ID: 12871780 Save
“Last Name TEST HistoryRecommend
-First Name |CLIENT Gender ()M @ F () Unknown __ Repots |

Cancel
Widdle Name [CAROLINA - Birth Date [01/01/1983 &= _

~Mothers Maiden -County of[
Last

MISS Viake v
Residence

~Mothers First [
A

Last Motice
Hame

NOTE: Fields marked with 2n ssterisk - are required,

Last Updated by: LOCAL PHARMACY on 08/29/2013

Client Information il ( Client C
Eligibility
Provider Organization Specific Data
Verification Chart # [2596
Date:
Eligibilty as reported by Responsible Status | Active ~
Person:
Ethnicity Not Hispanic or Latino v
Race Other Race v
Provider-PCP v
School v

¢ Please fill out this section (located on the top half of the
screen) as completely and accurately as possible.

. This information is displayed on printed copies of the

client’s official immunization record.

¢ Last Updated by indicates the last organization that updat-

ed the record and the date of that update.

Client Information tab

- & This section is displayed when the screen opens. Itis 1 of

3 tabbed sections located on the lower half of the screen.
¢ Please update Ethnicity and Race here.

Responsible Person(s) tab

¢ Please enter at least one responsible person, even for
adult clients (Relation to client can be “Self”).

+ To view responsible person information, click the Respon-

sible Person(s) tab (shown below).

Client Information Responsible Person(s) Client Comment(s)

Responsible Person Listy

s LOCAL PHARMACY Life Partner  Raleigh @E e
Copy
L e |
Defails for Responsible Person: PRARMACY LOCAL (a5t Updafed: 08/13/2013 05:50.01 A,
*Last Name|TEST * Street Address S0 Six Forke Rd et
Fitst NameCLIENT Other Address Cancel
Middle Name|CAROLINA F.0. Box
*Relation| Self w * City|Raleigh
*Telephone 319 707 |-5520 * State| NO +Zip 27609
Extenszion Language| EMGLISH w
E-Mail Mutices? |« Primany? #

+ To enter a new person, click the New button.

+ To update an existing responsible person, click the radio
button next to that person’s name.

¢ After adding or editing information, click Next to load it.

Client Comment(s) tab

¢ This is where you'll document immunity, refusals, contrain-
dications etc. Client Comments impact the vaccines rec-
ommended by the tracking schedule.

¢ To view client comments, click on the Client Comment(s)
tab (shown below).

Client Information Responsible Person(g) Client Commentis)

Client Comment Listing 1-10 of 13ﬂ
[seiect| __Date | fnert | evaoae T
s 01/10/1885  Parent Refusal of DTaP

01/10/1995  Parent Refusal of HepA
01/10/1995  Parent Refusal of HepB
01/10/1985  Parent Refusal of Hib
01/10/1895  Parent Refusal of HPV
01/10/1985  Parent Refusal of Influenza
01/10/1995  Parent Refusal of Meningococcal
01/10/1995  Parent Refusal of MMR
01/10/1895  Parent Refusal of Pneumococeal
01/10/1985  Parent Refusal of Polic

Details for Client Comment ...

- Client Comment| Parent Refusal of DTeP Iext
- Applies-To Datz[p1/10/1995 Cancel
End Date| m

Refusal Cwner: LOCAL PHARMACY

¢ Click New to add a comment.

¢ To edit an existing comment, click on the radio button next
to that comment.

¢ Applies-To Date: This is typically the same date as the
date that you are entering the comment.
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¢ EndDate: Nota required field, but should be entered ¢ Series: The dose number for the immunization series (It . : : : :
End Dafe: quirec Series . muniz ( Entering Historical Immunizations
when applicable to the client comment (e.g. pregnancy). also shows when a dose is Not Valid). Click the Date Ad- : —
¢ After adding or editing information, click Next to load it. ministered to display the tracking schedule rules applied o Please document all vaccines administered by your store as
that dose. If not valid, an explanation is also provided. well as any doses from a valid certificate of immunization that
Viewing the History/ ¢ Trade Name: Trade name of the vaccination received have not already been documented.
+ Dose: Amount Administered—e.g. full, half, etc.
Recommend creen =088 " hat € - -
Owned?: Whether or not your organization administered  Vaccines administered at your pharmacy
¢ To open the History/Recommend screen from the Edit the dose. If No, click the hyperlink to see who did. 1. Click Manage Client and search for the client.
Client screen, click History/ Recommend (shown below). : ¢  Reaction: Any documented reaction to the dose. If Yes, 2. Review the Edit Client screen and update any client infor-
| | hame | change password | togout | neipassk | %} click the red hyperlink for details. mation that has changed.
T o A eberts e T ¢ Hist?: Whether the immunization was historical or record- : 3.  Review the History/Recommend screen and determine
rsonal Information - Client ID: Save . . . " N
LastName [rE=T | ed through inventory. which vaccines are needed. Administer needed vaccines.
~Frst Hame [CLERT Gender M @F O tnkaown L me |t ¢ Edit: Allows you to edit the immunization. 4. From the History/Recommend screen, click Historical Im-
Cancel . .
; t:m.mT‘NZmE CAROLINA -zmn tDaIE' 01/01/1993 ] _— mUn|Zat|OnS (Shown belOW).
“Mothers Maiden 1o CLBUNY BT ke ~ . .
etners e - Vaccines Recommended by Selected Tracking Schedule Client Iforypatisn—cimat i s25204s————
. C\ientName(% Click Historical Immunization | others Maiden Tracking Schedule  Chart#
¢ NCIR recommendations are based on: PATIENT Z0g——————————————— 1 zngTER ACIP
. Address 122y Street, Raleigh, NC 27614 (219) 777-5555
. . _ e  Current ACIP Recommendations Comments 1 ’ =
Cllent |nf0nnat|0n SeChon ° Age of client History [New Immunization Entry | [Histatical Immunization | [ Edit Client | [ Reports | [Print | [Print Confidenti
+ This section includes all identifying information for a client, e History entered into the NCIR R AE=TICEE
including name, address, gender, mother's maiden name, e Any client comments and/or contraindications A racking s
Chart number and any C“ent Comments Vaccines Recommended by Selected Tracking Schedule Add Selected = verdue Date
¢ Client Comments are displayed in red font. Use the down N I T I L e g T . Hapt st =]
—_— i DTPiaP Maximum Age Exceeded ¥ HenR NARAMA4E NARAMA4E U nemadaas
arrow (shown below) to click through the comments. ept o1t ooviese  |ROAASEE .
! B Hepg o2ranesa R | = Note: Pharmacy users always enter doses administered
;"e':tN'mr(T:":‘ 'LC::'"“D: wmum e o e T Y o E = samiants peras i by clicking the Historical Immunizations. This is because
e ame (FIrst- - La ender others Maiden racding =chedule al Influenza 07/01/1993 07/01/1893 _ . . . .
CLIENT CARDLINA TEST DaOAMEEE MIZS ALIP \enings EmTe pharmames do not track their mventory in the NCIR. Us-
i 8801 Six Fots R, Raleigh. NC 27603 (212) 707.2540 \ . uiR o751 oraseorz |G ers who attempt to enter vaccines using the “New Immun-
Comments {1 of 13} . 0110/1995 ~ Farent Refusal of DTaP ...I PneumoConjugate Maximum Age Exceeded . . 5 . . .
Pols vtz oo (RSN ization Entry” button will see the following error message:
Td 01/01/2000 0110172000 _
, , by omam . __oma S This organization doesn't have any Sites associated with It
HIStOI'y section You must have at least one site to add immunizations to the system.
+ This section lists all vaccines that have been entered into | «  Select: Checked boxes indicate vaccines that are currently
the N(?IR for the cllent.' . . . recommended for patient as of today 5. When the screen for entering doses opens, look in the
¢ The clients exact age is displayed in the blue strip atthe & Vaccine Group: Recommended vaccine type. For an ex- Vaccine column and find the vaccine or vaccines to be
_ bottom of this section. planation of the recommendation, click on the blue hyper- documented.
G e o nizzion Enty J Mitoioal \mpunizsion LEdH Cleni L fzpore lP"“‘“ﬁ"“i‘l link to see the tracking schedules rules applied. 125 Ay Sves, R, NG 27614 519 777553
“accine Group Date Administerad Trade Name Hi Edit . . . . . Comments =
e La15i933 Tots m es ¢ This section indicates the Earliest Date, Recommended oy sl (= Tt [
- e e No il Date, Overdue Date, and Latest Date the patient should L e e e e R e L
Wy e 1o Cewaix® Pl No receive the corresponding vaccine.
Influenza 09/30:2013 10of1 FluLaval ® Full No . Vaccine
Meningo DUt5z008 Tef1 He v ~+ . 4 The date columns are color coded. For a color key, click o g = g i
- e - = Lelis the light bulb button on the blue menu while viewing this = = = = =
FreumaConjugate 04151983 1of2 HNo Yes screen. HepA i) = i) = =
02/06:/1983 Ho es -
Td 08182013 10f2 Yes pees ) ) i ] ]
TdapiPertussis 1of1 O Hib
Varizell 10f2 ] NI B i B B B
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= Note: If the vaccine you need is not listed, click on the & Instead of clicking Trade Name Details, click Save and = Note: If vaccine was given from another organization’s
blank dropdown box at the very bottom of the vaccine Submit to return to the History/Recommend screen. inventory, click on the No hyperlink (in the Owned? col-
column to find and add it (shown below). = Note: You are able to document multiple doses of a vac- umn) to view which organization administered the shot, as
6. In the text box next to each vaccine administered (Provider cine by using the additional date columns. well as the contact information (example below).
Organization column), enter store name and (if applicable) I I - I
number. Also enter the name and credentials of the phar- op e . . i e
macist who administered the vaccine. Edltlng Immunlzatlons DIPiF B0 tets Fesaie m mm
Nieasies E E E E D3H42005 2ot Tripedia & Ful '-,'
Weringe ¢ To edit a dose of vaccine, including adding a vaccine reac- = |, e S —
peruess = £ B & : tion, from the History/Recommend screen. ETOtethizmtion Information - Micr... SIDIM] 7
Pneumo Poly 23 n . . it} i
Rabies ’ E E] E E 1 C“Ck the ed|t button (ShOWI‘I beIOW) neXt tO the vaccine yOU Hia Org Mame: SLENCAS ORG FOR SIMPLE TEGTING ¥es o
Rubelz . . . . Addiess 1: 100 SOMOMICRC DRIVD o
Smalpox = = = - wish to edit (looks like a rocket ship). A FALERNCZTOR z
xﬁ:wd;m, / = = = = History | New Immunization Entry || Historical Immunization || EditClient || Reports Influgnzs || Fhone Number (313) TOT-5568 ,
, Date Administered | Series [Trade Name [Dose| &
save DTF/aP 04151283 108
. 09/30/2002 HOT WALID ~/ Lo
= Example. Phal’macy #12, JOhn Smlth, RPH HepB 014151993 14f3 o Yes o M M M M
7. Inthe next text box/date column, enter the date that the HPY USI30/2013 10f3 | Cemarx® | Full |_No 4 prlntlng Immunlzqtlon Records
dose was adm|n|stered Influenza 09/30/2013 10f1 FluLaval® Full  Ha ) i ) . =
8 Click the Trade N D tails button (shown bel Menings r— 1ot o M :‘ The patient copy fulfills the requirements for an official certifi-
: Ic ¢ Lrade Name Letalls bution (S own be OW)' WM 17711008 1087 o Yoz A cate of immunization.

* Prowider Organization

_ :> Note: Any user, at any organization, may delete or update 1. From either the Client Information or History/Recommend

"’[ jf:;::ame b ™ a historical immunization. Except for reactions to immun- screen, click the Reports button

DTP/aP Phamacy #22, Pham|  aizarotd [ izations, edits to doses recorded through inventory can 5 \ynen the screen opens, click the Immunization Record-
Hepa O only be made by the organization that gave the dose. Patient Copy button (shown below). The client record wil
HepB 5 2. When the screen for editing historical immunizations open as an Adobe PDF file

Hlb m Opens (Shown below)’ you are able to update any Of the ovganization LOCAL PHARMACY - us;r Athena Roberts « roje Typical User

following fields:

Client Information - Client ID: 12871738

9. When the screen for entering Trade Name details opens

Edit Historical Inmunization Cliert Mame (First - M - Last) DOoB Gender  Mother's Maiden Tracking Schedule Chart #
PHARMACY TEST 12081873 u CLIEMNT ACIP 13
(example below), enter Trade Name and Lot Number for
. .. Vaccine Display Name: DTaP, unspecified formulation Cancel
each vaccine adm| nlstered . I — = Comments 1 0f 1) DR02013 ~ Allergy ta gelatin (anaphylactiz) =

Vaccine Lot Number:

Reports Available for this Client

Inadequate Dose:
- Date provided: [ga0z00 |

Historical Inmunizations (1) Additional Information

TdapiPetussis  Da/82013 E Adacel v|  [ser200 Phaimacy #22, F owgmaprmay s cste [LOCAL PHARMACY > Immunistion Record - Patient Cony
: Input Source o:':efs:ﬁiﬁgﬁg”@:?mnugnm Site LOCAL PHARMACY ~ L_u%%wm—cmﬂ&
10. CliCk Save. Reactions TO IMMUNIZATION f:iguage ;S;i;:HARMACV : ¥aceine Administration
11, You are returned to the History/Recommend screen. Re- W © e i G e oo e
view the history section to verify that the dose or doses G e o vnnsaous 3. Print the record.
were added accurately. e 4. Click the back button in your browser window to return to
ot e e T2t the Reports screen.
Vaccines not administered at your pharmacy
¢ To enter doses from an official immunization record, follow : ¢ Trade Name
the same steps as for entering administered doses except : ¢ Lot Number
you must enter the name of the provider that administered + Date Provided
the vaccine. ¢ Provider Organization
¢ You do not need to enter Trade Name or Lot Number, but : ¢ Reactions to Immunization
please do so if you have the information available. 3. After editing, click the Save button.
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: = Note: If a user has not registered for a username, the
. . Addlng Users . following message will appear at the top of the screen:
This applies only to users with a Pharmacy Administrator Role.
= Reminder: To add an employee as a user, the employee
tthSt al!]ready_lhavz Creatlzdda NClD"tl'\:ifr:ﬂed their NC”?_ + Cannot add this user. This user is not defined in NCID.
rough email, and provided you with their username (i.e.
NCID user ID).
— Reminder: New users need to register for a NCID as a

“Business User” and provide their North Carolina business Edltlng/ Inactivating Users

Validation Errors

address. This applies only to users with a Pharmacy Administrator Role.
1. Click Manage Users. :
2. Click Add User (shown below). 1. Click Manage Users.
User Search 2. Click M

Cr 3. Acomplete list of active and inactive users for your organi-
n . . . . . y

zation will appear in the search results list. Click the user’s
Last Name First Name Add User LaSt Name

(exd 4. Edit client information as needed.
3. Type in the username in the box provided and click Verify - ¢  Toinactivate a user, change the Status to inactive by click-

(example shown below). ing on the radio button (shown below).
5. Click Save.

Provider Org Name bas new pharmacy Edit User
Organization Code bgsPharm

Add User Please enter the username (NCID User name) only and click on the verify button.

Provider Org Name bgs new pharmacy

*Usemame ajroberts Veri
! b Organization Code bgsPharm

* User First Name Save
* User Last Name Delete Usemame
*User Middle Initial Cancel
“Role| v * User First Name |Alyssa
* Status Active Inactive * User Last Name Roberts
Street Address "
* User Middle Initial |J

* Role Pharmac QMministrator v

Other Address P.0. Box

City State | v Zip
Email ” Status Active ¥ Inactive
Street Address 5601 Six Forks Road
NOTE: Fields marked with an asterisk * are required.
. . . . . Other Address P.O. Box
4.  Confirm that the personal information retrieved is correct ity Raleigh stete [NC v|  Zip 27610
for the user that you are adding (example below). Make Emai ayssa roberts @dhns ne.gov

sure the address retrieved is a NC business address. If it

is not, edit the address.
Add User

= Note: Pharmacy Administrators should review their phar-
macy’s users regularly and should inactivate users as
soon as they are no longer affiliated with the organization.

Provider Org Name bgs new pharmacy
Organization Code bgsPharm

* Username ajroberts

* User First Name Alyssa
* User Last Name Roberts
* User Middle Initialy
* Role| Pharmacy Administrator v

" Status @ Active Inactive
Street Address5601 Six Forks Road
Other Address P.0. Box|
City Raleigh State | NC ~| Zip 27810

Email alyssa.roberts@dhhs.ne.gow

5. Choose the appropriate Role for the user by clicking on the
drop down.
6. Click Save.
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